BEST PRACTICES FOR HELPING JOB SEEKERS — 2023 Convening Workshop

Presenter of DET Resources: Sunshine Rider-lvers, DE Dept. of Labor/Div. of Employment & Training

Take the O*Net Interest Profiler: My Next Move Assessment: Itis fun, and it helps open their
eyes to careers that they may not even know of.

My Next Move is an interactive tool for job seekers and students to learn more about their
career options. This site has tasks, skills, salary information, and more for over 900 different
careers. Users can find careers through keyword search; by browsing industries that employ
different types of workers; or through the O*NET Interest Profiler, a tool that offers personalized
career suggestions based on a person’s interests and level of work experience.

Explore My Next Move

First: | ask them to take the assessment.

Link: Labor Market - My Next Move Activity.

MY NEXT M "VE U A

HOME  SEARCH  INDUSTRIES  INTERESTS

O*NET Interest Profiler

Welcome to the O*NET Interest Profiler!

@
Oinet The O*NET Interest Profiler can help you find out what your

interests are and how they relate to the world of work. You can

find out what you like to do.

The O*NET Interest Profiler helps you decide what kinds of

P - D fi Ier careers you might want to explore.

an each screen, click the Next button at the bottom to
continua. You can use the Back button at the bottom to re-

User Agreement . "
) read the instructions or change your answers.

Proper Use

Taken the Interest Profiler before?

Enter scores

Interests Results Job Zones Careers

L OFMNET Interest Profiler is nsored by the U.S. Department of Labor,
) Employment & Training Administration,
s and developed by the National Centar for O=NET Davelopment.
Help Explore Careers O*NET Sites
Was this page helpful? ﬁm share: [[JEI@S Follow us: [ fl=]o]5)]
Job Seeker Help » Contact Us Link to Us = Cite this Page About this Site » Privacy » Disclaimer
@ @ License Site updated October 18, 2022
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https://www.mynextmove.org/
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fr20.rs6.net%2Ftn.jsp%3Ff%3D001hQ0A63E7OrN1OJwpZ4wH-H58JgMC2qNrFKhLPlJghiNFxfCWgXk2sgmO6qxrT1BtRR6Dig594B7PJ2H8mUVqbSqBGueJN1ibSW1DPC0NyHFz5eOwGPR-dsyeki8RHKdJTev6dZ-gyjdJF1_cD8lvxOJLKM69LvvJQlxjF9HJw5M2lOwv9iaADz_3NXqWb0-MGSLfWW0M4KfYnmLObLI-5-AicKbNynrPhEHFLvz6cAcbKm2yuQ3soPyICBRIlh07E0CaayAAaqE%3D%26c%3D%26ch%3D&data=05%7C01%7CSunshine.Rider-Ivers%40delaware.gov%7Ca4513deea85a494bd86d08dac0f2c95b%7C8c09e56951c54deeabb28b99c32a4396%7C0%7C0%7C638034446273676508%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=1tt7PxWp4UE0LUUQ4VVE%2BI9acmQojCeTel8Ho%2BNnn6g%3D&reserved=0
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Second: | ask them to put in their three (3) strongest personality types (interest areas). Then click on Go to
show them all the careers attached to their personality. We ask them to concentrate on the Bright Outlook Careers
which will show them the greatest growth areas and the number of jobs. Most times the Bright Outlook jobs pay more
and have a much higher income ceiling. Job openings are also posted, and people can apply for jobs right on the
website.

HOME SEARCH  INDUSTRUES INTERESTS

MY NEXT MgﬁVE 2

What do you want to do for a living?

w " wyr H i Wyt n
| wanttobea... 'l know it when | see it. 'm not really sure.
Search careers Browse careers Tell us what you
with key words. by industry. like to do.
Describe your dream career in a few There are over 900 career options for Answer questions about the type of
words: you to lock at. Find yours in one of work you might enjoy. We'll suggest
these industries: careers that match your interests and
| training.
Examples: doctor, build houses [ Administration & Support Services v
Search @ Browse Q " Start Q

Are you a veteran looking for work?
Still not sure? Check out careers in these groups: My _Mext Move for Veterans helps you find a civilian career similar to
. . your military job.
Bright{_Jutlook ] interests € Job Prep
iHabla espaiiol?
Mi Préximeo Paso incluye tareas, aptitudes, informacién sobre salarios
y mas de 900 carreras diferentes.

FIND THE APPRENTICESHIP THAT'S RIGHT FOR YOU Lt L (Ha LA
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Delaware Joblink Registration:

| like to show clients what types of jobs are out there for them first. Then review how to build their resume in
Delaware JobLink. Clients are more motivated if they see there are good paying jobs available for them.

1. Introduce them to the jobs on Delaware JobLink: https://joblink.delaware.gov
a) Click on Jobseeker Drop Down at the top
b) Putin key words (job titles) from My Next Move Assessment or job titles of interest to job seeker
c) List your location (zip code)
d) List how far you are willing/able to drive (radius)
e) Click on search and you will get possible jobs in Delaware

2. To create a resume in DJL they first have to create an account in Delaware Joblink.

e SR — e 7:/

S e

Creating a Jobseeker Account

1. On the DJI. Home Page, Click Log In/Register,
then click Job Seeker.

o ~ BB g
- O 6  httpsy//joblink.delaware.gov/ada/t/ X ¥k = @ & E'
&) Delaware JobLink — ey ConiAeT B | | Wi ppren Settings end more (AKH) |

[~ | [rop— f— [—— Jo—

N Oomn e«

DE Div. of Unemployment Insurance hereby walves work search requirements, registration,
during the COVID-19 State of Eme

DE Dept. of Labor has taken steps t
our offices until further notice. To best a
VOCAL or visit DE Dept of Labor,

avirus (COVID-19). by suspe
m-4:30pm through our |
you during this difficult perk

Click COVID-19 Jobs for Current job Openings.

ot

LET'S GET TO WORK!

Number of Aveilable Job Opes

10060 12,112
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Creating a Job seeker Account cont.

2. The Job Seeker page appears. Under Create a Profile,
click the Create a Job Seeker Account button

J D 1 oetavare sobiink < B 25
< O B  https://joblink delaware.gov/ada/r/job_seeker Q % A B @ -
&) Delaware JobLink N contacrus | woem/mresren i

O = = =
JOB SEEKERS
QUICK JOB SEARCH

CAREER LATTICES

Explore your career options with aur Career Lattice Explorer Js—
Forgot Usernome or Passw
st code?

e —_— —

s

~ Creating a Job seeker Account cont.

If you already have an account, then click Log In

D) | Delaware foblink x [
€ O A https//joblink delaware.gov/ada/r/job_seeker

@ Delaware JobLink - - conmacrus | Losm mtemtin
N e — —
JOB SEEKERS
QUICK JOB SEARCH CREATE A PROFILE
jh s tyou can:

Keywords.

Location

......

CAREER LATTICES

Explore your career options with our Career Littice Explorer
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*Creating a Job seeker Account cont.

3. The Create Job Seeker Account page displays

+ Complete all questions

4. Click Continue at the bottom of the page

ware.gov/ada/r/users/new_job_seeker

@ Octavarasobiink = P
R - s — ==

CREATE JOB SEEKER ACCOUNT

*' ‘Creating a Job seeker Account cont.

5. Review the Terms of Agreement page.

> If you agree to the Data Privacy Notice and Equal
Opportunity Statement sections, and to proceed
forward, “I Accept” must be selected.

» Carefully read the Authorization for Release of
Information section and select all of the statements that

apply.

> To verify your selections, type your username and
password and click Continue.
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Registration Information

1. Complete the Registration Information page

= [

aQ %

Registration Information for Bruce Wayne

= »/*—v,.—,,,‘,

Registration Information cont.
2. Click Next.

> If you answer Yes to the active duty question, the
Veteran Service Status page displays.

> If you answer Yes to the veteran spouse question,
the Veteran Spouse Information page displays.

> If you answer No to both the active duty and veteran
spouse questions, the Veteran Spouse
Information page displays, with only one question.
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Veteran Services

» You may or may not see these pages, depending on
how you answer questions.

> If you have served in the U.S. military, you will also see
different sets of questions as follows:

e Service End Date in the Past,

e Service End Date in the Future, or
e Service End Date Less Than 180 Days from Start Date.

» Complete the questions on the veterans pages, as
applicable.

» Click Next.

e

Veteran Spouse Information

» If you answer Yes to the veteran spouse question, the
Veteran Spouse Information page displays.

* Complete the questions and click Next.

> All Jobseekers, regardless of veteran spouse status, will
see one veteran spouse question:

+ "Are you the spouse or other family caregiver of a
wounded, ill, or injured active duty service member?“

» The Migrant or Seasonal Farmworker Status page
displays next.
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Migrant or Seasonal Farm Worker

After answering any veteran questions, the Migrant or
Seasonal Farmworker Status page displays.

» Migrant workers engaged in certain types of seasonal

agricultural work may qualify for additional services.

» If you think you are a migrant or seasonal farmworker,

the Migrant or Seasonal Farmworker Details page
displays.

~ Migrant or Seasonal Farm Worker
cont.

3 18

The Employment Status
page displays.

inbox 16)- doidetgmadc_ ||
QWax\aveJmmk - w B

Complete the Migrant o
or Seasonal

Farmwo I'ker pages < MIGRANT OR SEASONAL FARMMWORKER DETALS - JL SAMPLE

TRANNCECUTON o oG

Click Next.
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Employment Status

The Employment Status pages provide information
about your current employment situation.

1. Complete the questions on the Employment Status
page.
2. Click Next.

3. The Unemployment Insurance Status page displays.

‘Unemployment Insurance Status

The Unemployment Insurance Status page determines if
you have been collecting unemployment insurance.

Complete the Unemployment Insurance Status page

and click Next:

b (16}~ dedoidet@gmate L

@ Delaware JobLink ~ = - Bl comau | won | oo

n J08 SEXTES. BoTEs TAANNG/TDUCATION HSOURCES PROGRANS.

UNEMPLOYMENT INSURANCE STATUS - DJL SAMPLE

=
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Unemployment Insurance Status
cont.

» If you are male and born on or after January 1, 1960, or
if you selected Prefer not to answer to the Sex
question in Registration Information, the Selective
Service page displays.

> If you are female, or a male who was born before
January 1, 1960, the Eligibility to Work in the U.S. page
displays.

— o : e ,.-/

i ns

Selective Service

» The Selective Service page determines if you are
registered for selective service.

» Select whether you have registered with the Selective
Service. If you have not, click the link to register
online; this will open the Selective Service System
Online Registration website in a new window.

1. If you are exempt, fill out the Reason for Exemption

text box.
2. Click Next. The Eligibility to Work in the U.S. page
displays.

If you were born a women, you are exempt from Selective Service. Women are to answer yes to this question.
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Work Eligibility

The Eligibility to Work in the U.S. page signifies if you
are eligible to work in the United States.

1. Complete the following questions on the Eligibility
to Work in the U.S. page.

2. Click Next.

The Dislocated Worker Status page displays.

/Dislocated Worker

1. Complete the Dislocated Worker Status page. Read the
options and select the one that applies to you and Click
Next.

a. Ifyou select “None of the Above, the Work Wanted page
displays.

b. Ifyou selected any of the dislocated worker status options,
ad}(liitional questions on the Dislocated Worker Details page
will appear. The answers you select will determine what
questions display and what questions are required on the
Dislocated Worker Details page.

2. Click Next. The Work Wanted page displays.
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Work Wanted

To complete the Work Wanted section:

1. Type the job you are looking for. A drop-down list may
display as you type, providing a more specific job title.
You may select a suggested job title or continue typing.

2. Click Update Work Wanted. The Select Occupation
page displays.

Click the occupation that most closely matches the job
you are seeking. If none of the occupations are a good
match or if no occupations are displayed, click Go Back
to enter a different job title.

W

= —‘/677;7”’

Demographic Information
Overview

The Demographic Information page displays all of the
selections you made and the information you provided.

1. Review the information carefully for accuracy.
2. To edit any selections, click the title of the section.

3. Click Continue at the bottom of the Review & Edit
page.

Next, You are required to create a resume as part of
DJL registration.
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Once registered in DIL, we advise clients to build a resume. Their occupation will be linked to O*Net codes that are

searchable by employers. If clients build a resume, then that resume is searchable by employers. We remind clients
that an uploaded resume is “only” a pdf which is just a picture and not searchable.

Resume Builder — Step 1 of 11

Step 1: Resume Overview

1. Complete the New Resume page. Fill out the
following fields and click Create Resume.

O B  https://www.ajlanet/joblink/Content/Resources/images/Job_Seekers/Resumes/NewResume.png = @
field

a
s
5
NEW RESUME
Tellu e Job you'd like to find. This information will help us better match you to prospective jobs. If you want to upload a resume you have already created ir
Micr answer all questions on this screen and Use the field st the bottom of the screen to find and select the resume file 1o upload. Click Cancel to return tc
Rezu n
* Indicates a required
Resume Titfes =
Your resume titie s visible to employers and ge ublic. Each resume y ave & inique tRe abe
Job Title*
ReRmX ok DPetinos: ars and months
Education Leve Ty, =

e . /

Resume Overview cont.

2. Select Occupation or Work Wanted

DJL searches for occupations that match the job title
you provided on the New Resume page.

© B hitpsy//wwwajlanet/joblink/Content/Resources/images/Job. Seekers/Resumes/SelectOccupation.png 2 % on @ @

SELECT OCCUPATION - WORK WANTED FOR CREATIVE WRITER

3. chck Go Back 1o enter & differert Job Title

7 MATCHES

Poets. Lyricists and Creativ ters : Create original written works, such as scripts, essays. prose, poetry or song lyrics. for publication or performanc

Page 13 of 29



BEST PRACTICES FOR HELPING JOB SEEKERS — 2023 Convening Workshop
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= e —

- Resume Overview cont.

3. Objective Statement - Select the one that best
matches your objective and click Update Resume.

B T
O & hup ) s QA % A @
OBJECTIVE STATEMENT FOR POETS, LYRICISTS AND CREATIVE WRITERS
The following Objective Statements are based upon the type of work you are seeking. You may select one, eda It Later, or if none of these seem suitable for you, then you can
$40p this step and write your own later.
* Indicotes a required field
Sample Objective Statements © Seeking 8 position a3 Fwriter or editorial essistantd witha Ppublishingd company.
U To utlize cutting edge technologies in the field of Tgraphic design and
« nicationd .
O To stable and d inspires me 1o
. e work culture for of il parves
concerned,
OTo me & cons: o
:;:“A:;:‘mu time employment a3 an Information Technology Specialist with a company
wecking sk i wark xpenencen, nd iy 10 work wel ik PRl Gepanments
in'a large corporate setting,
& Pgenercd pos
. 4 degreein Fgenencd .
O Pgenericd posicion where my Fgenericd experience can be fully utiized to improve
cuttomer aust
— = o ;;—\ —
o T S —

" Resume Overview cont.

4. Summary of Qualifications - DJL provides example
summary of qualifications statements. Brackets
surround editable sample text. Select up to five that

reflect your most relevant experience and click Update
Resume.

L+

aa 2 png

SUMMARY OF QUALIFICATIONS FOR POETS, LYRICISTS AND CREATIVE WRITERS

The foflowing Summary of Qualifications statements are examples That you Can Use On your resume. Select up 1o five that reflect your relevant experien:
Sumemary lacer o choote to ute an Objective statement instead.

Templste statements
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Address Book — Step 2 of 11

| D 10wtawan
oblink del

e sobdink

a #

1. The default contact information in your address
book is taken from the information provided when
your account was first created.

/c;,:—»

Address Book continued

2. Click the following e Add an Address
links to view e Add a Phone Number
screenshots of e Add a Fax Number
various sections of e Add an Email Address
the Address Book. e Add a Web Address
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"Address Book continued

3. When you are done adding or editing your contact
information, click I Have No More to Add.

4. If this is your first resume created in DJL, the Work
Experience page displays.

5. If this is not the first resume you have created, the
Review/Edit Selections page displays.

Work Experience: Step 3 of 11

1. Any existing work experience is listed with a link to
each job title. If you have not yet added work
experience, none will be listed.

a. To edit existing work experience, click the appropriate
Job Title link. The Editing Work Experience page

displays. Update any information and click Update
Work Experience.

b. To update Talents, Tools and Technologies, and Work
Activities, click Review and Edit Selections.

c. To remove existing work experience, click Delete.
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~ Work Experience continue

2. To add new work experience, click Add

I

Work Experience. The New Work Experience page
displays. Complete the page and click Create

Experience.

Add Work Experience

Field

Job Title

Company Name
city

State

Country

International State/Province

Start Month/Year

End Month/Year

Description

(Text) Type the title of this work experience. A drop-down list may display as
you type to help you provide a more specific job title. A more specific job title
will result in better job matches. You may select a suggestion from the drop-
down or continue typing.

(Text) Type the name of the company at which you worked.

(Text) Type the city in which you worked.

(Drop-Down) Select the state in which you worked. If you worked outside of
the United States, select International.

(Drop-Down) Select the country in which you worked.

(Text) If you selected a country other than the United States, type the
international state/province and international postal code.

(Text/Calendar) Type or select the month and year in which you started this
job.
(Text/Calendar) Type or select the month and year in which you separated

from this job. If you are still employed at this company, leave the End
Month/Year box blank or select Present.
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&

Your Talents

Select all the talents that you used in your work experience.

x| &

A https://joblink .gov/ad. /481451 fwork /719143 /edit_talents Q % 3

sTEp7
» Other Informatian

sTEP 8
> Aitary Service

Your Talents.

ﬁ RESUME BUILDER INSTRUCTIONAL VIDEO

STEeP 9
o Commercial Oviver s If you need assistance, click 1o watch an Instructional video
Ucense

Lock doors and gates of entrances and exits to secure buildings.
step 10
» References Answer alarms and Investigate disturbances,

Monitor and authorize entrance and departure of employees, wisitors, and other persons to guard against theft and maintain security
step 11 of premises.
Reviewld Seiactions
2 Svision Seact Write reports of dally acthties and irregularities, such as equipment or proparty damage, theft, presence of unauthorized persons, or
unusual occurrences.

ps et devices to dividuals vent passage of prohibited articles into restricted areas.
Case detais for:
Stoxey Earfene Patrol Industrial or commercial premises to prevent and detect signs of intrusion and ensure security of doors, windows, and gates.

[ Call police or fire departmants In cases of emargency, such as fire or presence of unautharized persons.
£2) My Home Page pol epa gency, e P

£ #min Tasks

O Respond to medical B by basic first aid assistance from paramedics.

Circulate among wisitors, patrons, o employees to preserve order and protect property.
Upcoming Events

Warn persons of s infractions or wiolations, and apprahend or evict violatars from prémises, Lsing force when necessary.
Employer

O T ipmen i S evil 3 ring.
Empioyer Search Dlinspect and adjust Y Sy equipment, of Y e use and 1o detect evidence of tampering.
Job Search O Answer telephone calls to take messages, answer questions, and provide information during non-business hours or when
switchboard & closed.
tent =
$ [0 Escort or drive motor vehicke 1o transport indiiduals to spedified locations of 1o provide personal protection.
Chent Search =
TG D Monitor and adjust controts that regulate building systems, such as air conditioning, furnace, or boiler.

Reporting

i

We encourage clients to list hobbies or talents that demonstrate Leadership or Customer Service skills.

Your Primary Talents

Select the talents that you would like to include on your resume.

P Resuere Breven
Your talents have been saved. x

st
¥ Resume Overview

vz YOUR PRIMARY TALENTS FOR SECURITY GUARDS

Select the tajents that y . You are creating. We suggest that yoo Sve that are most
relevant. When intshed, cick Save and Continue.

step2
» Address Bock
3 18 Lock doors and gates of entrances and exits to secure buldngs.
P ork Experience

8 Answer alanms 3nd investigate disturbances.
stepa

> Gducasion Monace and uthorize entrance and departure of employees, vistors, and other persons to guard agamst theft and mantan secunty

of premises
stePs
» o o a  dady actnes h property damage, thek. presence of o
urusual occurrences.
sTep - -
» tceraen and Bopers § devices 10 screen incikduals and prevent passage of prohibied arices into resticted reas.
Centicssces
o commeci fineruss curity of dooes, windows, 2nd gates.
ste7
& Orher idormation (Circulate among vestors, patrons, or employees to preserve order and protect property

sees
» Abtary Servce. Save end Continze
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")Your Tools And Technologies

Select all the tools and technologies that you used on this job.

x =&

tps://joblink delaware.gov/ada/r/resumes/481451/work_experiences/719143/edit_tool_technologies

Your Tools & Technologies
w RESUME BUILDER INSTRUCTIONAL VIDEO

B e ——

— /‘/}

Your Primary Tools & Technologies

Select the tools and technologies that you would like to include
on your resume.

&) Delaware JobLink joos - |[@N  cowtactus | simicwaro | LoGour

Al e e R e
l® - - -
YOUR PRIMARY TOOLS AND TECHNOLOGIES FOR SECURITY
GUARDS
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Your Work Activities

Select all the work activities that you performed on this job.
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= Primary Work Activities

Select the work activities that you would like to include on
the resume.

I Q Your work activities have been saved.

YOUR PRIMARY WORK ACTIVITIES FOR SECURITY GUARDS

Work Experience Continued

If no further work experience needs to be added, click I
Have No More to Add.

The Education page displays.
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Education: Step 4 of 11

1. If this is your first resume in DJL, it is recommended that
you add all of your education experience

> Education experience can be used on multiple resumes
without re-typing it, and you can choose which education
experience to display on each resume.

> If you do not have any education experience, click I Have No
More to Add.

2. To add education, click Add Education Experience.
The New Education page displays.

3. Complete the page and click Create Education.

. , o / 7

Education continued

4. Depending on the area of study you provided on the New
Education page, you may be asked to select a career
program.

> Select the program that most closely matches your area
of study for this education experience.

> If none of the programs are a good match, click Go Back
to enter a different Area of Study.

» This information will not appear on your resume, but
will be used to better match you with available jobs.
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Education continued

5. Education Experience Detail:

> Based on the area of study you selected, select talents, tools and
technologies, or work activities related to this education
experience.

> Select all that apply to this education experience.

a.  Your Talents for [Field of Study] : Select any talents that you
gained during your education experience.

b.  Your Primary Talents for [Field of Study]: From the list of
talents selected, select the primary talents you want to display
on your resume.

c.  Your Tools & Technologies for [Field of Study] and Your Work
Activities for [Field of Study]: Repeat previous steps for Tools
and Technologies and Work Activities.

> When you are done, click Save and Continue.
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e

Education continued

6. Review for accuracy

» Click the Review and Edit Selections button to edit
your selections .

» Click. Update Education

7. To add another education experience,

» Click Add Education Experience.

a. To edit existing education, click the link in the School
column.

b. To delete education experience, click Delete. When you are
done, click I Have No More to Add.

Honors and Awards: Step 5 of 11

1. Under the Step 5 in the resume side menu, or from the
Review/Edit Selections page, click Add New Award in the
Achievements section.

a. The Honors and Awards page displays.

2. Click Add Honor or Award. The Add an Honor or Award page

displays. Enter the information and click Create Award.
a. Title: (Text) Type the title of the award.

b. Description: (Text) Type a description of the award as you would
like it to appear on the resume.

3. The Honors and Awards page displays with the new award added.

4. Add any additional honors or awards, and when finished, click

I Have No More to Add.

The Review/Edit Selections page displays.

_We encourage clients to list civic organizations which demonstrate Leadership or Customer Service skills etc.
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~ Licenses and Certifications: Step 6

1. Click Licenses and Certifications under Step 6 in the resume
side menu, or from the Review/Edit Selections page, in the
Achievements section,

a. Click Add New Certification. The Licenses and Certifications page
displays.

2. Click Add License or Certification. The Add a License or
Certification page displays. Enter the following information
and click Create Certification.

3. The Licenses and Certifications page displays with the new
license or certification added.

4. Add any additional licenses or certifications, and when
finished, click I Have No More to Add. The Review/Edit
Selections page displays.

— =

et

Other Information: Step 7 of 11

1. Click Other Information under Step 7 in the resume side
menu, or from the Review/Edit Selections page, click Add
New Award in the Achievements section. Jlzhe Other
Information page displays.

2. Click Add Accomplishment or Other Information. The
Add Other Information page displays. Enter information
and click Create Other section.

3. The Other Information page displays with the new
accomplishment added. Add any aXditional
accomplishments, and when finished, click I Have No
More to Add.

The Review/Edit Selections page displays.
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~ Military Service: Step 8 of 11

1. Click Military Service under Step 8 in the resume side
menu, or from the Review/Edit Selections page, click Add
New Military Service in the Military Service section.

> The Military Service page displays.

2. Click Add Military Service Experience. The Add Military
Service page displays. Enter the following information and
click Create Military Service.

» In what branch of service did you serve? (Drop-Down) Select
appropriately.

» Start Month/Year & End Month/Year: (Calendar/Text) Select the
month and year. If the service has not ended, type “Present”.

» Description: (Text) Type a description of the military service,

such as job duties, honors or awards received, special
achievements, etc.

- >

Military Service continued

3. To edit entered service detalils, click the title. To
delete any service, click Delete button.

4. Add any additional military service, and when
finished, click I Have No More to Add.

The Review/Edit Selections page displays.
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Commercial Drivers License: Step 9

1. Click Commercial Driver's License under Step g in the
resume side menu, or from the Review/Edit Selections page,
click Add Commercial Driver's License in the Driver's
License section.

> The Commercial Driver's License page displays.

2. Select the type of license.

3. Select any endorsements or restrictions according to the
type of license chosen.

4. Click Update job seeker.

The Review/Edit Selections page displays, with the driver’s license
added.

References: Step 10 of 11

1. Click References under Step 10 on the resume side menu,
or from the Review/Edit Selections page, click Add New
Reference.

> The References page displays.

2. Click Add Reference. The Add Reference page displays.
Enter the information and click Create Reference.

3. The References page displays. When you are done, click
I Have No More to Add.

The Review/Edit Selections page displays with the new
reference appearing in the References section.

We advise clients to contact All References First to ensure the person wants to be listed and will give a good reference.
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Review/Edit Selections: Step 11

Review and select which information you would like to include
on this resume.

1.

You can edit the text of your Objective Statement or your
Summary of Qualifications on this page.

Select the check boxes next to the information you would
like to include on this resume. When you are finished, click
Save and Continue.

DJL may make some suggestions that will improve your
resume. To go back and make revisions, click Go back and
revise my resume. To ignore the suggestions, click
Proceed anyway.

Resume Preview

1.

4.

The Resume Preview page will display or when you click
Resume Preview in the top corner of the left-hand
navigation menu.

'To make any other changes, return to the Review/Edit
Selections page by clicking Edit Selections.

If you wish to print or download the resume or references, at
the top of the resume preview, select from the following:

» Download/Print PDF

» Download/Print Word

> Preview References

Click the Finish button. The resume has been saved in DJL
and will be available from your My Resumes page.

Click PUBLISH to have your resume available for employers to select.
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Delaware’s Registered Apprenticeship Program

/\ How do | get into a Registered Apprentice Program?

DELAWARE REGISTERED
APPRENTICESHIP Registered Apprenticeship Programs are managed by the State Registered Sponsor

\/ organizations. In most cases these sponsors are the employers providing the On-the-Job
training. There are steps you can take to help become a Registered Apprentice:

1. Create an account on https://joblink.delaware.gov/ and search for employers hiring in the field in
which you would like to work. In your job search, explain to employers that you are interested in
taking advantage of the State’s Registered Apprenticeship program and would like them to

sponsor you.

2. Search for Registered Sponsors in your trade of choice on https://labor.delaware.gov/divisions/employment-
training/apprenticeship-and-training/. You can narrow the search by location to find sponsors in your area.

labor.d & ourse 2-2-23FIN TRAIN - TR/ Leamingfor

O B nhttps//labor.delaware.q isions/employment-training/apprenticeship-and-t Lo

% Getting Started [ From Intemet Explorer | Canna Care Docs  One-Stop System Tea... ) Home | Maryland Ore... . DE Taxpayer Portal [§] Bay Vanguard  Office of Pensions - St.. 6th Annual 2021 One-.. = Homepage > ([ Other Bookmarks

D ABOUT* IAMAAN. *  SERVICES *  DMVISIONS *  CONTACTUS Q

@t Apprenticeship and Training

Home ~ Division of Employment & Training  Apprenticeship and Training

= Division of
Employment &
Training

nmoe

Division of
Employment
& Training

s 224PM
ARDE® g

3. Lastly, you can enroll in Trade Extension classes at your local Vo-tech Adult Ed. Division. This
alone does NOT make you a Registered Apprentice. The tuition will not be waived until you are
sponsored by an employer as a Registered Apprentice. However, you may meet other
apprentices in the class that can inform you of sponsors who are hiring in your area. Additionally,
vocational-technical schools may have career services departments that may be able to assist you
with employment with a sponsor.

o New Castle County Vo-Tech (New Castle County): 302-683-3652

o PolyTech (Kent County): 302-697-4545

o Sussex Tech (Sussex County): 302-856-9035
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